Course  5 

MANUFACTURING  CONTROLS 


Thursdays  20  sessions 

The  foreman  to  a large  extent  controls  the  cost  of  manu- 
facturing products.  To  ensure  efficient  use  of  men, 
materials  and  equipment,  the  effective  foreman  must 
understand  the  fundamentals  of  manufacturing  controls. 

This  course  will  cover  the  principles  of: 

Work  simplification 
Motion  and  Time  Standards 
Incentive  programs 
Quality  control 

Room:  104,  School  of  Nursing, 

Time:  8.00  p.m. 

Beginning  October  13  to  March  16th. 

Lecturer:  Mr.  Donald  L.  King,  B.A.Sc., 

Staff  Consultant, 

Stevenson  & Kellogg  Ltd. 
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FOREMEN  IN  INDUSTRY  COURSES 

This  is  a new  series  of  courses  designed  for  those  men 
and  women  who  wish  to  broaden  their  understanding  and 
develop  skill  in  modern  methods  of  industrial  supervision. 

These  courses  will  concentrate  on  principles  of  super- 
vision, and  the  application  of  those  principles.  Emphasis 
will  be  on  group  participation  and  discussion.  They  will 
be  of  particular  interest  to  established  foremen  and  super- 
visors, and  to  those  young  men  and  women  who  are 
preparing  themselves  to  be  industrial  supervisors. 

Each  course  will  be  limited  to  50  students. 


Time:  6.00  and  8.00  p.m. 

Beginning  in  October. 


Fee:  $45.00  for  each  course. 


Court se  Director: 

Mr.  J.  L.  Sukloff, 

Specialist,  Education  and  Training, 
Industrial  Products  Department, 
Canadian  General  Electric  Co.  Ltd. 


Assistant  Course  Director: 

Mr.  W.  R.  Benn,  B.A., 
Manager,  Industrial  Relations, 
Products  Tank  Line  Co.  Ltd. 


Registration: 

By  mail  or  in  person  at  Room  207,  65  St.  George 
Street,  from  9.00  a.m.  to  5.00  p.m.  daily  except  Satur- 
days. Information  may  be  obtained  by  telephoning 
WA.  3-6611,  locals  301,  304,  526,  527.  In  order  to  accom- 
modate students  and  enable  them  to  enrol  during  the 
evenings,  registrations  will  be  taken: 

Monday,  September  12th 
Monday,  September  19th 

from  7.30  to  9.00  p.m.  in  the  Wallberg  Building,  comer 
of  St.  George  and  College  Streets. 


PROGRAMME 

Course  I 

THE  SELECTION  AND  ORIENTATION 
OF  EMPLOYEES 

Mondays  20  sessions 

This  course  will  deal  with  the  important  work  of 
selecting  employees  and  following  up  their  performance 
on  the  job.  Participants  will  explore  interviewing  tech- 
niques, not  only  for  initial  selection,  but  also  for  solving 
problems  in  the  work  situation. 

Course  content  will  include: 

Preparing  job  and  man  specifications 
Recruiting  employees 
Aptitude  and  qualification  tests 
Interviewing  techniques 
Job  orientation 
Performance  reviews 

Room:  101,  School  of  Nursing. 

Time:  6.00  p.m. 

Beginning  October  17th  to  March  13th. 

Lecturer:  Mr.  Joseph  Powadiuk,  B.A.,  B.S.W., 

Assistant  Campaign  Director, 

Queensway  General  Hospital  Development 
Fund. 

Course  2 

TRAINING  EMPLOYEES 

Tuesdays  20  sessions 

This  course  will  provide  assistance  in  improving 
methods  of  training  employees  and  reducing  learning 
costs.  Training  programmes  aimed  at  improving  super- 
visory performance  will  also  be  covered. 

Course  content  will  include: 

Developing  learning  costs  and  curves 
Recognizing  training  needs 
Job  instruction  training 
Job  safety  training 
Self-development  for  supervisors 

Room:  101,  School  of  Nursing. 

Time:  6.00  p.m. 

Beginning  October  11th  to  March  14th. 

Lecturer:  Mr.  G.  M.  Willson, 

Personnel  Supervisor, 

Ward  Street  Works, 

Canadian  General  Electric  Co.  Ltd. 


Course  3 

ORGANIZATION  OF  THE  FOREMAN'S  JOB 

Wednesdays  20  sessions 

This  course  will  deal  with  the  application  of  principles 
of  organization  to  the  job  of  the  foreman. 

Course  content  will  include: 

Principles  of  organization 
Responsibilities  of  a foreman 
Foremen's  position  guides 
Measuring  supervisory  performance 
Reports  and  statistics  for  supervisors 
Production  and  material  control 

Room:  101,  School  of  Nursing. 

Time:  6.00  p.m. 

Beginning  October  12th  to  March  15th. 

Lecturer:  Mr.  W.  R.  Benn,  B.A., 

Manager,  Industrial  Relations, 

Products  Tank  Line  of  Canada  Co.  Ltd. 

Course  4 

EMPLOYEE  RELATIONS 

Thursdays  2°  sessions 

One  of  the  most  important  aspects  of  a foreman’s  job 
is  to  develop  the  kind  of  relationships  with  employees 
which  encourage  constructive  attitudes  in  the  work 
situation.  Communication  and  employee  motivation  will 
be  the  major  subjects  examined  in  this  course. 

Course  content  will  include: 

Communication  needs 

Oral  and  written  communication  methods 
Case  studies  in  employee  relations 
Day-to-day  contract  administration 
Employee  attitudes  towards  change 

Room:  101,  School  of  Nursing. 

Time:  6.00  p.m. 

Beginning  October  13th  to  March  16th. 

Lecturer:  Mr.  L.  M.  Crone, 

Specialist,  Union  Relations, 

Davenport  Works, 

Canadian  General  Electric  Co.  Ltd. 


